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Searching for a Better Way to Order?

E-Way’-the quick and easy way to do business with us.
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* Access www.eway.com

e Enter User ID and Password (Both are case-sensitive)

e Click Go

e Forgot your Password? Click on the Forgot Your Password link

Easy to Access

»

e Utilize the Product Search field or quickly find products by
accessing the Catalog link:

- Keyword

— Manufacturer

— Part number (even partial numbers)

— Product aliases (i.e., sticky notes for post-it notes)

Shopping Lists

e Utilize Shopping Lists to quickly access items ordered most often
— Access the Shopping List link
— Click Add New List to create your Shopping List

— Once Shopping Lists are created, simply select the shopping
list you want to use

— Lists are displayed in a requisition format

Shopping Cart

e As you create your order, the Shopping Cart in the upper-right
hand corner of the page will store a running tab of your order

— Click on the Shopping Cart icon to view your cart details

— The Shopping Cart provides an easy to use interface for
quickly entering items

— Enter quantity and product number, utilize the tab button
to navigate between fields

— Description, price and unit of measure will be displayed

www.eway.com




Additional E-Way features to Enhance Your

Shopping Experience

S Specials (W Catalog & Shopping Lists < My Orders + My Approvals

Online Catalog

Shipping & Billing

e Click the Catalog button on the E-Way menu

e I[tems can be found by Category, Index, or
Manufacturer

e For a more focused search, click the Advanced
Search tab

e Locate the specific item you need, and type a
quantity directly into the Qty field

¢ Click the Add to Cart button

e The Add to Cart button appears during the use of
the Catalog and Shopping List Requisition forms

e To quickly add a quantity of one, just click the
Add to Cart button

e Item attributes are identified by the following

symbols:
Contract Recycled MWBE

Iil SkilCraft/JWOD Hazardous Materials

Accessory Finder

e Click the Go to Cart button in the upper right corner
e Choose the Shipping & Billing tab
e Validate your ship-to address and billing information

Searching for Orders

e Click the My Orders button on the E-Way menu

® Choose between the Saved/Denied/Pending or
Submitted tabs to view your orders

Online Order Status

The Accessory Finder helps find replacement or refill
items for many types of office machines, dated
materials and pens

e Access the Catalog button
e Click on Accessory Finder tab

e Search by:
- Device
- Manufacturer
- Model

e All the items that work in combination with the
product selected will be displayed

E-Way Answer Center
f’\ Support

who to Contact when problems arise.

View the current status of orders that have been
submitted. Status includes In-Transit, Delivered,
Backordered, Cancelled and Returned.

e Click the My Orders button on the E-Way menu
e Choose Submitted tab to view your orders

¢ To view the status of a Submitted order, click the
Order Number link

Printing Orders

e Click the My Orders button on the E-Way menu

* Choose the order number of the order you wish
to print

e Click your browser’s Print button or go to File
and then Print

On-Line Billing and Reporting

Allows authorized Administrators the ability to
view and download reports or bills that have
been made available

The Answer Center contains Help Topics, Tutorials, Answers to frequently asked questions and

E-Way Animated Tutorials provide an overview of specific E-Way features and functionality.
Each tutorial contains audio and visual prompts to guide you through the application.

To establish an E-Way account for your company, visit the Corporate Express
Web site at www.CorporateExpress.com and submit the E-Way Account
Setup Form or call 1.888.CE TODAY and ask to be set up on E-Way.

Corporate
Express

A Buhrmann Company
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